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Instructions

This module requires use of the computer.

See the New Employee Training Process materials for detailed instructions, including how to log
onto KWIC Online Training.

The information in one module section usually builds on that in previous sections. Therefore it is
important that you start at the beginning of each module and work through it from beginning to
end. Itis also important to complete the modules in the order listed on the WIC Training Module
Completion Sheet.

Words that are printed in the KWIC policy module glossaries are printed in bold italics the first time
they appear in the text.

The Progress Checks and Skill Builders are meant to be learning tools. To challenge yourself, try to
complete each one without referring back to the text. Feel free to look back in the training module
pages if you need to refresh your memory.

Be sure to ask your Local Agency (LA) WIC Coordinator or supervisor if you don’t understand the
policies and procedures presented in the modules, or what is meant in the Progress Checks and Skill
Builders. After completing the module, your WIC Coordinator or supervisor will review your
progress and document your completion of the module. If additional review is needed, your
supervisor will follow up until you both are confident of your progress.

Objectives
Upon completion of this activity the employee will be able to:
1. Locate and use the various windows in the Local Agency Vendor Management application.
Track and modify information about vendors.
Document the results of a monitor visit.
Document information about a vendor’s training history.
Document information about technical assistance provided to a vendor.
Add, view and update information about a Notice of Correction.
Record complaints against vendors.

View, edit and add information about a complaint against a vendor.

Y ® 2N A~ LN

View and generate a variety of vendor reports including vendor labels.



Introduction to Local Agency Vendor Management

Vendors are assigned to agencies by the state staff using the State Agency Vendor Management
application. Listed below are the Vendor Management application components that are available at
the clinic level. Clinic staff members, with the appropriate authority, are able to update selected
vendor demographic information and record vendor monitoring, training, technical assistance, and
complaints.

Windows

e Vendor Tab Set:
o Find Tab
o Detail Tab — view only
o Vendor Staff Tab — view, add, update
o Status Tab - view only
o Store Hours Tab - view, add, update
o Languages Tab - view, add, update
o Training/Monitor Tab — view only
o Owner Tab — view only

o Notes Tab — view and add

e Monitor Tab Set — view, add, update

e Vendor Training Tab Set — view, add, update

e Vendor Technical Assistance Tab Set — view, add, update

e Vendor Complaint Management Tab Set — view, add, update
Reports:

e TFood Quantity Report

e Vendor Activity History Report

e Vendor Complaint Pending Report

e Vendor Labels

e Vendor Listing and Volume Report

e Vendor Monitor Report

e Authorized WIC Vendor Report

e Vendor Training Report

o Vendor Attendance Sheet



Screens Menu

The Screens Menu provides access to the windows used to maintain vendor information.

* Local Agency Yendor 12.1.20 —

File  Edit Reports  MWindow  Help

Yendor

Yendor Monitar

Yendaor Training

Yendaor Technical Assistance

Vencuiee

Yendor Complaink Managemenk

|Ready P

There are 5 windows in the Screens menu:

Vendor window is where vendor information is entered, including vendor staff members,

store hours and notes.

Vendor Monitor window is used to record monitoring visits and view past monitor visits.

Vendor Training window is used to schedule vendor trainings and record the vendors who

have attended trainings.

Vendor Technical Assistance window is used to enter and maintain information about

technical assistance provided to a vendor.

Vendor Complaint Management window is used to create, view, edit, and add information

about vendor complaints.



Vendor Window

The Vendor Window is used to track and modify information about vendors.

The Vendor Window has 9 tabs:
e Find
e Detail
e Vendor Staff
e Status
e Store Hours
e [anguages
e 'Training/Monitor

o Owner

e Notes

Bl =

Find |Detai| | “endaor Staﬁl Statusl Stare Hoursl Languages | Traininngonimrl Ownerl Nntesl

Hame Like | Applicant Status | " In Process T Cancelled T Denied o Alll Find |
City | =l Contract Status | Authorized Retrieve
County | = " High Risk : Terminated
Peer Group | | - Disqualified Clear |
Prohation
Fip Codel - Authorization Cyclel j C Expired
Vendor ID| Record Countl 4 Al

Vendor ID Hame Status
Dillon Store #38 Arkansas City Authorized
Dillon Store # 45 Winfield Authorized

YWal-Mart Supercenter #0973

Arkansas City Authorized

|Close the current window, 4




Find Tab

The Find Tab is used to locate the record of a vendor.

+ Local Agency Yendor 12.1.20 - [Vendor-#19%1 : Dillon Store # 38)]

Screens  Repotks  Window  Help _|E||5|

Find |Detai| | Yendor Staffl Statusl Store Hoursl Languages | Traininngonitorl Ownerl Notesl

Wal-Mart Supercenter #0575

Name Like | Applicant Status [ © In Process © Cancelled © Denied  © All] Find |
City | El Contract Status [* Authorized Retrieve
County | =] ™ High Risk " Terminated
Peer Group | B :: Disqualified Clear |
Probati
Zip Code - Authorization Cyclel j ® (i
Vendor ID Record Count [~ 4 < Al
Vendor ID Name City Status

Dillon Store #38 Arka City Authorized
Dillan Store # 45

YWinfield Authorized

Arkansas City Autharized

|Clase the current windaw, A

Enter The Following Information:

Click the [Find] button to show all existing vendors in your county. This could be a very long list.
~Or~ Enter one or more of the following search parameters then click [Find]:

Name Like - finds vendors by entering full or partial names.

City - shows all vendors in the selected city. Only cities with WIC vendors (of any status)
appear in the list.

County - shows all vendors in the selected county.

Zip Code - shows all vendors within the entered zip code.

Vendor ID - shows only the corresponding Vendor record.

Peer Group - shows all vendors in the selected peer group.

Authorization Cycle - shows all vendors from the selected authorization cycle.

Applicant Status - limits the search to vendors with applications In Process, Cancelled,
Denied, or All. Defaults to AlL

Contract Status - limits the search to the status selected: Authorized, Terminated,
Disqualified, Probation, Expired, or All. Defaults to Authorized.

High Risk Check Box - shows all vendors matching other search criteria with a status of
High Risk.

The Record Count field displays the number of vendor records returned by the search.

The [Clear] button resets all search fields to their defaults and clears the list to start a new search.

In the list box, highlight the record you wish to work with, and click [Retrieve]. The Detail
tab opens and displays data about the vendor you selected.

The search list remains after a record has been retrieved. If you want to look at a second
record from the same list, be sure to click [Retrieve] to pull up the second record,;
otherwise, the original information is still displayed.



Detail Tab

The Detail Tab is used to view demographic information about the selected vendor. All
information is entered at the State Agency when a store becomes a WIC vendor.

* Local Agency Yendor 12.1.20 - [Vendor-#191 : Dillon Store # 38]
B File Edit Screens  Reporks  Window  Help

=l=lx]

3
“endor Staﬁl Statusl Store Hours | Languages Training!Monitorl Ownerl Notes'

Vendor Name |DiHDn Store #38

Wendor Status [Authorized

Authorized |‘I 00172008 - 094302011

Vendor ID 191

Vendor Has an Application Pendingl o

Vendor Qualified as Store Type|

Street Address [125 N Surnmit St

Monitoring Agency |Cowley County WIC Agency

City [Arkansas City |

STI KS  Zip Codel 67005-2285

Led L]

Peer Group [Group 4

Food Stamp Auth # F4?1153

Mailing Address|

Store Size |GreaterThan 25000 sq ft |

Date Store Opened | 09m11979 |

City]

El

STI Zip Code I 00000-0000

Phone NumherlEQD |442 |?931 Ext.l

Last Change | 03/17/2010 07:02 am

Fax Numherl_ I_ I Byl Sandi Fry

# Checkers

# Registersl 6 Total # of Scanners | 53

Are Scanners WIC Progr ble? [* Yes” No|

The Local Agency can view the following information:

Vendor Name - the vendor name and vendor ID.

Street Address - the physical location of the store. The complete street address is
required.

Mailing Address - a mailing address if the Vendor receives correspondence from WIC at
an address other than the street address.

Food Stamp Authorization # - the Vendor’s Food Stamp Authorization number.
Store Size — square footage of retail space at the store location.

Date Store Opened — the date the store opened.

Phone Number — store location phone number including extensions, if any.

# Registers — the number of cash registers.

# Checkers - the number of checkers employed. This information is helpful for
producing training materials.

Total # of Scanners — usually the same number as the number of registers.

Are Scanners WIC Programmable? — Yes/No

Only the State Agency can enter or update items on this tab.



Vendor Staff Tab

The Vendor Staff tab is used to record the names and contact information of store staff.

ocal Agency Yendor 12.1.20 - [Yendor-#191 : Dillon Store # 38]
Edit

Help

Screens  Reports  Window

1

Find | Detail “endor Staff | Statusl Store Hours | Languages | Traininngonimrl Ownerl Notesl

Mame [Dillan Store #38 Vendor ID 191
Address [25 N Summit St, Arkansas City Appl IDI 181
Staff Name Staff Type Inactive Date

Delete

Staff Name |Darr0n Aldridge Telephone I_ I_I

Staff Type ISmre fWanager j Extension I
Staff Title |Cust0mer Service Mgr. Fax Humber I I I
Email Address |

Address Type | =l Inactive Date [ 00000000 ]
Address I

City | =] STI Zip Code | 000000000
Date Created I 000040000  Created hyl

The Local Agency can add/update the following information:
Click the [New] button.

e Enter the Staff Name
e Select a Staff Type
e Enter a Staff Title if different than the Staff Type

e Add any contact information you wish, especially if different than the store information.

To Save The Record:

e Click the Save icon ® on the toolbar.



Status Tab

The Status tab displays a historical record of the vendor's contract status.

! Local Agency Yendor 12.1.20 - [Vendor-#191 : Dillon Store # 38]

B File Edit  Screens  Reports  Window  Help — |E||£|
Findl Detail | “endor Staff Status |St0re Hoursl Languages | TraininngUnitorl Ownerl Notesl
NamelDiIIon Store #38 Vendor IDI 191 Print |
Address |425 M Summit St, Arkansas City Appl IDI 191
Kansas WIC Program
Vendor History Report

191 - Dilion Store # 38 - 425 N Summit St, Arkansas City

Date Event Description

01/26/1993 Application Entered

Authorized Frorm 10/01/2005 to 09/30/2008, started 10401/2005

Report Date 31772010 Page 10f 1

Save a record 4

The Local Agency can view the information.



Store Hours Tab

The Store Hours Tab is used to enter, change and/or view the hours the selected vendor is open.

* Local Agency Yendor 12.1.20 - [Vendor-#191 : Dillon Store # 38]

#B Fle Edit Screens  Reports  Window  Help

idu

Findl Detail | “endar Staﬁl Status Store Hours [Languages | TraininngnnitDrl Ownerl Nutesl

Name [Dillon Store #38 \.-'endurIDl 191

Address [425 M Surmmit St, Arkansas City

C 2 NT Day of Week Open Time Close Time New
% Daily Schedule ¥ 0500 A 10:00 P

hor-Fri 12:00 Ak 12:00 A Delete |

Day of Week Open Time Close Time

IE days IDE:DD Al |1D:DD Fh

Enter The Following Information:
1. Select the Store Hours tab.
2. Enter or view information as follows:
Select 24 X 7 if the store is open every day of the week 24 hours a day.

Select Daily Schedule if the store's hours vary. The default (when [New] is clicked) is
Mon - Fri, 12:00 AM - 12:00 AM.
For consistency, use these abbreviations:

Day of the Week:
Sun = Sunday
Mon = Monday
Tue = Tuesday
Wed = Wednesday
Thur = Thursday
Fri = Friday

Sat = Saturday

Open Time/Close Time - change AM and PM by typing SHIFT-A or SHIFT-P.

3. Click [Save] to save this tab (and any other changes in the window).



Languages Tab

The Languages Tab is used if the employees of a vendor have special language needs.

» Local Agency Yendor 12.1.20 - [Vendor-#1%91 : Dillon Store # 38]

Edit  Screens  Reports  Window  Help

i

Findl Detall | “endor Staﬁl Statusl Store Hours | Languages |Traininngonitnr| Ownerl Notesl

Name [Dillon Store #3538 ‘b‘endurIDI 191

Address [425 M Summit St, Arkansas City

Need Language
_ New |
Delete |

= Inte rpreter
e Materials

Arahic -
Cambaodian
Chinese
English
French
German -

Enter The Following Information:
1. Select the Languages tab.
2. Enter or view information as follows:
Interpreter - if the vendor needs an Interpreter when WIC staff visit, click [New],
select ™ Interpreter then select a language from the drop-down list.

Materials - if the vendor needs special language materials, click [New],
select© Materials  then select the specific language from the drop-down list.

3. Enter or view information on the remaining tabs in the window, if applicable. tab

4. Click the Save icon el |to save any changes made.
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Training/Monitor Tab

e The Training/Monitor Tab is used to view a list of all training classes and monitoring visits
completed for the selected vendor. New training and monitor information is entered in the
Vendor Training and Vendor Monitor windows. The aqua color of the list boxes indicates
that the information is read-only.

* Local Agency Yendor 12.1.20 !E

File Edit Screens Reports  Window  Help

* Yendor-#191 : Dillon Store # 38

Findl Detail | Yendor Staﬁl Statusl Stare Hours | Languages  Training/Manitor |Owner| Notes'

Name [Dillon Stare #38 VendorIDl 191

Address [425 N Summit St, Arkansas City

Training
Training Date  Time  Trainer Location
06/0E/2008 08:30 am Eggen, Sharon #30 Dillon Store Arkansas City K3
08/31/2007 08:00 am Eggen, Sharon At each store location
06/15/2006 10:00 am  Eggen, Sharon City-Cowley Co Health Dept Arkansas City, KS
06/30/2005 0830 am  Eggen, Sharon at store location
07/08/2004 01:00 pm Eggen, Sharon City-Cowley Co Health Dept Arkansas City, KS
Monitoring
Monitor Date Notes - Print |
0B505/2008 Ihadequate stock of liguid concentrate formulas, Similac Advance, Similac Sensitive, and
Isomil Advance.
Store reports seldom sells concentrate. Discussed minimum stock exemption with store and
store rep. opted to sign one for concentrate formulas.
06/30/2005 Mo decal in front of store. Advise to contact KWIC vendor section for new decal
06/29/2004 monitored am today store did not have any WIC approved food lists at the serice desk and
cash registers. A good supply of them was provided today. Clerk who oversees WIC did not
haue lettar and attachad farm-Anneal far Reimhoreement of a Reiected Kaneas WG Chack | |
\Ready A

This is a view only screen.
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Owner Tab

The owner tab is used to view current and past store ownership. A vendor may only have one

owner at a time and there cannot be any gaps in ownership periods. New records are displayed at
the top of the list.

* Local Agency Yendor 12.1.20

File Edit Screens Reports  Window  Help

=
* Yendor-#191 : Dillon Store # 38

Findl Detail | “endaor Staﬁl Statusl Store Hours | Languages | Training/onitar  Chamer | Nntesl

Name [Dillon Store #38 Vendor ID 191
Address [425 M Summit St, Arkansas City Appl IDI 191
Owner Name Ownership Effective Date Ownership End Date

Dillon Companies ores 01,2 =) 00,/00,/0000

This is a view only screen.
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Notes Tab

The Notes tab is used to record any additional information about the vendor. Phone calls and supply
orders can be logged in notes.

* Local Agency Yendor 12.1.20 !E

File Edit Screens Reports  Window  Help

* Yendor-#1%1 : Dillon Store # 38

Findl Detaill “endor Staﬁl Statusl Store Hours | Languages | Training/Monitor | Owner  Notes |

Name |Di||on Store #33 Vendor ID 191

Address [425 N Summit St, Arkansas City

Create Author Title New
071142 : Suzanne McCollum  Minirmum Stock 6/8/08
09/21/2007 02:58 pm Suzanne McCollum  Stamp pad ordered for stamp 5770 Delete |

AuthorlSuzanne IcCollum Note CreatedF?IHQDDB 09:01 am Print All Notes in a Date Range

Title Date From| 00000000 »| to [ 000000 ]
[Minimum Stock 6/5/08 P —— |

Note

All concentrate ;I

Similac Advance
Isomil Advance Soy
Similac Sensitive

Enter The Following Information:
1. Select the Notes tab.
2. Enter or view information as follows:
New — Click to enter a new note.
Title - Enter a descriptive title.

Notes - enter any information about the vendor that is appropriate to keep as part of the Vendor's
record, and that is not otherwise documented in the system.

3. Print notes by entering a date range in the Print All Notes in a Date Range box and clicking
[Print Notes].

4. Click the Save icon el |to save any changes made.
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Skill Builder
Vendor Window

Instructions: Use the information below to update an existing vendor record.

1. Open the Vendor window.
2. Use the Find tab to select a vendor.

3. The vendor selected is making some changes at this location. Use the information below to update
the vendot’s record:

e A new store trainer, Rusty Spring, has been assigned and 5 checkers have been hired.

e The store will increase their hours. They will be open from 8:00AM until 10:00PM Monday
through Friday.

e English is a second language for several of the new employees. An interpreter and materials
written in Spanish (if Spanish is already selected pick another language) are needed.

14



Vendor Monitor Window

The Vendor Monitor Window is used to document the results of a monitor visit to a vendor. When you
return from a monitor visit you will enter the information collected.

The Vendor Monitor Window has 5 tabs:

e Find
o Detail
e Tindings

e Check Findings

e (Outcomes

Find Tab

The Find Tab is used to locate the record of a previous monitor record.

+ Local Agency Yendor 12.1.23 - [Vendor Monitor-#193 : Dillon Store # 45]

4l File Edt Screens  Reports  Window  Help

Find |Detai|| Findingsl Check Findingsl Outcomes
Monitors From | 00/00/0000

Find
Tul 00000000
Clear
Vendor ID |
Vendor Name Like |
Currently Authorized [ Record Cnuntl 25

Location Status
Yinfield Authorized

S

03/23/2006 449 WWal-Mart Supercenter #0978 Arkansas City Authorized

'nﬁmqnnnﬁ 193 Nillan Store # 47 Shinfiald Anthnrizad

Enter The Following Information To Find A Previous Monitor Record:

1. Click the [Find] button to show all existing vendor monitor records. This could be a very long list.
Or enter one or more of the following search parameters then click the [Find] button. Remember,
you will only see information regarding vendors assigned to your agency.

e Monitors From/To finds all records between the beginning date and end date of the range you
want to search.

e Vendor ID finds monitoring visits for the specific vendor whose ID is entered.

15



e Vendor Name Like finds vendors whose names begin with the string of characters that you
enter.

2. In the list box, click the record you wish to work with to highlight it, and click the [Retrieve]
button. The Detail tab opens and displays data about the vendor monitor you selected.

e The [Clear] button clears all search fields and the return list so that you can start a new
search.

e The search list remains after a record has been retrieved. If you want to look at a second
record from the same list, be sure to highlight it and click retrieve to pull up the second
record; otherwise the original information is still displayed.

Enter The Following Information For A New Vendor Monitor Visit:

Click the New icon ™8 on the toolbar. A blank Detail tab opens.

1. Select the vendor that was monitored from the vendor drop down list. This field will be aqua when
viewing previous monitoring visits.

2. Enter the monitor date. The default is the current date; be sure to enter the actual date of the
monitor visit. This field will be aqua for previous monitor visits.

3. Select the Reason for Visit:

Enter notes for the monitor visit.

Click the Save icon ™ to save information.

Remember to save after completing each tab so you don’t lose any of your information.

16



Detail Tab

The Detail Tab displays and records basic information about a monitoring visit. This tab becomes

available for editing when the 2 New icon is clicked.

* Local Agency Yendor 12.1.20

Window  Help

*» Yendor Monitor-#193 : Dillon Store # 45

Find Detail |Finding5| Check Findings | Outcomes

Vendor [193 - Dillon Store # 45 ~|
Address [7310 Main St, Winfield

Monitor Date | 031272010 |

Reason for Yisit [{SE0

Hotes

Random selection, not in contract renewal. ;l

Use the following procedure to enter or view information on the vendor monitor detail tab:

1. Select Screens/VVendor Monitor from the menu bar. The Vendor Monitor window opens to the
Find tab.

2. Use the Find tab to retrieve an existing monitor record.
For existing records:
e Vendor —read only
e Address —read only
e Monitor Date — read only
e Reason for Visit — view, edit or add
e Notes — view, edit or add

5. Click the Save icon = |to save any changes made.

Remember to save after completing each tab so you don’t lose any of your information.

17



Findings Tab

The Findings Tab is used to view, add and/or edit the findings of a Vendor Monitor visit.

* Local Agency Yendor 12.1.23 - [Wendor Monitor-#193 : Dillon Store # 45]
B File Edit Screens  Reports  Window  Help

il
Findl Detail Findings |Check Findingsl Outcomesl

Name [Dillon Store #45 Findi Finding limit: 10 points
Address 2310 Main St, Winfield 1naings Total Finding paints between 10/01/2008 and 03/29/2010:
S~ [

Include

Exzclude

Prices not posted Include All

Exclude All /
Finding Points

RIElE

Defrosted juice in freezer

Insufficient infant cereal

Insufficient lactose free milk

Insufficient evaportated milk

Insufficient eqos Vendor Monitor Finding Points 0

Enter The Following Information:
Highlight an Available Finding by clicking on it, and click the [Include] button to move it to the Selected
Findings box. Multiple findings can be highlighted and moved.

1. To remove a finding, highlight it in the Selected Findings box and then click the [Exclude] button.

2. Findings generate finding points that accumulate during a vendor’s authorization cycle.

Check Findings Tab

The Check Findings Tab is used to view, add, and/or edit the findings of a review of WIC checks during
a vendor monitor visit. There may not always be checks to review.

* Local Agency Yendor 12.1.23
: = eports incor - Help Number of checks

Eile

SCreens

revi .
Findl Detaill Finding Outcomes k cv eWed
Name [Dillan Store # 38 Finding limiL e faints
Address[125 N Summit St, Arkansas City [Totalmling points between and 03/25/2010: 0
Monitor Datel 031572010 # of Check’s Reviewedl 1}
Available Check Findings Inelude Note Selected Check Findings Finding Points
Ezclude
Include All
Exclude All
Vendor Monitor Finding Points 0

18



Enter The Following Information:
The number of checks reviewed must be entered in the # of Checks Reviewed box at the top of the tab.

e Highlight an Available Check Finding by clicking on it, and click the [Include] button to move it to
the Selected Check Findings box. Multiple check findings can be highlighted and moved.

e To remove a check finding, highlight it in the Selected Check Findings box and click the [Exclude]
button.

e Tindings generate finding points that accumulate during a vendor’s authorization cycle.

Outcomes Tab

The Outcomes Tab is used to view, add and/or edit the outcome of a Vendor Monitor visit.

* Local Agency Yendor 12.1.23
4l File Edit  Screens  Reporks  Window  Help
Find | Detail | Findings | Check Findings |
Name [Dillon Store #38
Address |1125 N Surnmit St, Arkansas City

Monitor Date I 0311572010

Available Outcomes Note Sel 10 Date Selected

............ Include |
. Exclude
Include All

All is Well Exclude All

General Outcome Notes

Enter The Following Information:

e Highlight an Available Outcome by clicking on it, and click the [Include] button to move it to the
Selected Outcomes box. Multiple outcomes can be highlighted and moved.

e To remove an outcome, highlight it in the Selected Outcomes box and click the [Exclude] button.

Remember to Savel!
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Vendor Training Window

The Vendor Training Window is used to document information about a vendor’s training history. The
Local Agency Vendor Management Application lists only vendors assigned to your Local Agency.

The Vendor Training Window has 3 tabs:
e Tind

o Detail

e Notes & Trainets

» Local Agency Yendor 12.1.23 - [Yendor Training-Harvey County Health Department]

4l File Edit Screens Reporks  Window  Help

=

Find |Detai|| Maotes & Trainers |

Trainings From | 03/01/2010 ~| Te| 06/30:2010 =] Find
Vendor Name Likel

Training Location Hame Like |

Retrieve

i

Clear

Training Date Training Time Training Location

0372472010 01:43 P

Local Agency staff provides vendors training on WIC vendor policies and procedures. The training is
designed to prevent program errors and abuse as well as to improve program service.
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Find Tab
The Find Tab is used to create or locate the record of a vendor training event.

» Local Agency Yendor 12.1.23 - [Yendor Training-Harvey County Health Depariment]
B File Edit Screens  Reports  Window  Help

Find |Detai|| Motes &Trainersl

Trainings From | 03012010 ~| Te| 06/30/2010 =] Find

Vendor Name leel Retrieve

Training Location Name Like |
Clear

il

Training Date Training Time Training Location

0372352010 12:04 Pr Lndisclosed Location

To Enter A New Training Event Record:

Click the New icon = on the toolbar. A blank Detail tab opens enabling the user to enter the new training
event information.

* Local Agency Yendor 12.1.23 - [Vendor Training - Mew Record]

5B Fle Edit Screens  Reports  Window  Help

B

Find Detail |Notes &Trainersl

‘ Training Date and Time| 0/00/0000 ¥| [00:00 AM 24 ‘ Cancel Trainingl™

Localionl =l
Training Typel -~
Requested By

First Name | M| LastName|
Attendees

Vendor Name (1D} City Yendor Hame {ID} Registered Attended City
&
) Include
b Exclude

WaI—Man Supercenter #0369 (494)  Winfield
Include All

Exclude Al

HAHA

Total Registered: 0
Total Attended: 0
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Enter The Following Information To Find A Previous Training Event Record:

1. Click the [Find] button to show all existing trainings. This could be a very long list.

OR enter one or more of the following search parameters then click the [Find] button.

e Trainings From/To finds all records between the beginning and ending dates of the range you
want to search. The “Trainings From” date must be prior to the “To” date.

e Training Location Name Like - Enter the name or partial name of a specific training location to
retrieve all training classes scheduled at that location.

In the list box, click the record you wish to work with to highlight it, and click the [Retrieve] button. The
Detail tab opens and displays data about the training you selected.

The [Clear] button clears all search fields so that you can start a new search.

The search list remains after a record has been retrieved. If you want to look at a second record from the
same list be sure to highlight it and click the [Retrieve] button to pull up the second record; otherwise, the
original record’s information is still displayed.
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Detail Tab

The Detail Tab is used to view, add and/or edit details of the selected vendor training. This tab is used to

document those vendors that have registered to attend a specific class.

* Local Agency Yendor 12.1.23 - [Vendor Training - New Record]

W Eile

i

Edit Screens  Reports  Window  Help

Find Detail |Nmes &Trainersl

Training Date and Time| 10000000 | [00:00 AM =2 Cancel Training [~
Location | =l
Training Type| |
Requested By
First Namel I'lllll_ Last Name | |

Wendor Name ({ID)
D

Dillan Store #45 (193)
0

City

Winfield

Include

Exclude

Attendees

Vendor Name (ID) Registered Attended City

Include All

Your agency’s
vendors will be
listed here.

Exclude Al

HHH

Total Registered: 0

Total Attended: 0

Enter The Following Information:

1.
2.

Enter the date and time of the training.
Select the location of the training.

Enter the name of the person who requested the training, this might include a request from
someone at the store, a State or Local Agency WIC representative.

Select the vendors that should attend the training by clicking on them to highlight them, and click
the [Include] button to move them to the Attendees box.

When you have the figures, enter the number of people registered and the number of people who
attended the training from each vendor choice. This number defaults to one registered and one
attended. You should notify vendors of upcoming training and determine how many representatives
will be present from each store.

Fill out the Notes & Trainers tab. Include in notes what topics were covered in the training,
questions that vendors had or any extra training that might be needed.

Click the Save icon ®  to save the new record.
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Note: Once training has been saved it becomes read only. If the date or time change you will need to
cancel the scheduled training and create a new Training record

* Local Agency Yendor 12.1.23 - [Vendor Training - New Record]

4B Ele Edt Screens  Reports  MWindow  Help

BoE

Find Detail |Nmes &Trainersl

Training Date and Time| 10000000 | [00:00 AM =2 Cancel Training [~
Location | Rd
Training Type | =] o
Requested By Cancel training
First Namel I'lllll_ Last Name | | by checking this
box.
Attendees

Vendor Name (ID) Registered Attended City

I Include |
4 Exclude |

Include Nll
Exclude AI!

Total Registered: 0
Total Attended: 0
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Notes & Trainers Tab

The Notes & Trainers Tab lets you enter notes about the training and designate the trainers.

* Local Agency Yendor 12.1.23

E . -

+ Yendor Training-Harvey County Health Department

Findl Detail Motes & Trainers |

Datel 03/26/2010 Time|Dfi:14 Pht Type|8urprise! Locatiun|Hanfey County Health Department
Notes
ent through annual training that was provided by State office. ;l

|A\railahle Trainers - Selected Trainers
Include

Beason, Jeanie

Brandt, harel

Exclude

Include All

Exclude All

EEEE

i =

Information displayed at the top of the tab is:
e Date and Time Trained - The date and time of the training class.
e Location — The location of the training.

To Enter Data:

e Enter any notes you wish, then

e Highlight the names of the trainers who will be teaching the course and click the [Include]
button.

e Click the Save icon ® (o save changes.
ADDITIONAL INFORMATION

» Training Date, Time and Location fields ate required to save a new record.
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Vendor Technical Assistance Window

Local Agency staff members, along with the WIC State Agency, have the responsibility of alerting an
authorized WIC vendor of non-compliance with WIC program requirements. This formal notification,
called Technical Assistance, may be provided in person during a monitor visit to the store, by telephone, or
by letter. Technical Assistance provided in person or by phone must be documented with a formal letter to
the vendor. If not corrected, non-compliance may lead to a Notice of Correction.

The Vendor Technical Assistance Window is used to document information about technical assistance
provided to a vendor or review previous assistance, there are 3 tabs:

e Find
e Detail

e Reasons

» Local Agency Yendor 12.1.23 - [Vendor Technical Assistance-#19%1 : Dillon Store # 38]
il Ele Edt Screens  Reports  Window  Help

et

Find |Detai|| R.’-e.asnnsl

Tech Assist From [ 10000000 @) Find
TDI 0omo0ooo0 e Retrieve

Vendor IDI ey

Vendor Name Like |
Currently Authorized ¥

Tech Assist Date Vendor ID - Name City Status
191 - Dillan Store # 38 Arkansas City Autharized

il

0B/09/2005 193 - Dillan Store #45 Winfield Authaorized
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Find Tab

The Find Tab is used to locate the record of a previous Technical Assistance provided to a vendor.

» Local Agency Yendor 12.1.23 - [Vendor Technical Assistance-#191 : Dillon Store # 38]

Ml Ele Edt Screens  Reports  Window  Help

B o

Find |Det.aill Reasnnsl

Tech Assist From [ 10000000 ™) Find
TDI oooooooo e Refrieve

Vendor IDl ey

Vendor Name Like |
Currently Authorized [

4

Tech Assist Date Vendor ID - Name City Status

. 191 - Dillon Store # 38 Arkansas City Authorized
06/09/,2005 193 - Dillan Store # 45 Winfield Authorized

To Enter A New Technical Assistance Record:
Click the New icon = on the toolbar. A blank Detail tab opens enabling the user to select the vendor
from the dropdown list.

Enter The Following Information To Find A Previous Technical Assistance Record:

1. Click the [Find] button to show all existing technical assistance events. This could be a very long
list.

OR enter one or more of the following search parameters then click the [Find] button:

e Tech Assist From/To finds all records between the beginning and ending dates of the range you
want to search.

e Vendor ID finds records for a specific vendor. Remember, you will only see information
regarding vendors assigned to your agency.

e Vendor Name Like - Enter the name or partial name of a specific vendor to limit the search to
all Technical Assistance events provided to the selected vendor.

2. In the list box, click the record you wish to work with highlight it and click the [Retrieve] button.
The Detail tab opens and displays data about the record you selected.

3. 'The [Clear] button clears all search fields, so that you can start a new search.

4. The search list remains after a record has been retrieved. If you want to look at a second record
from the same list be sure to highlight it and click retrieve to pull up the second record; otherwise,
the original record’s information is still displayed.
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Detail Tab

The Detail Tab is used to view, add, enter a new and/or edit the details of Technical Assistance provided
to a Vendor.

» Local Agency Yendor 12.1.23 - [Vendor Technical Assistance - New Record]

5l File Edit Screens  Reports  Window  Help

i

Find DCetail |Reaanns|

. County
O
i S;tﬂ};ewide Vendor drop
Agency down list
Vendor|191 - Dillon Store #38 “« |
Assistance Provided By ISharnn Eggen |

The following Technical Assistance Contact was ade on | 03172010 >

™ Telephone
™ Letter /
M On-Site Enter the name of the staff

™ Other {see Notes)

member providing the
technical assistance, the name
of the vendor personnel you
offered assistance to, and any
other notes.

| provided TA to Steve Baxter (Store Manager) about the WIC FVC and clients being =]
allowed to pay any overages they might have. He said he would provide training to

his cashiers.

A follow-up letter to the above telephone,
on-site, or other technical assistance was sent on

Hotes

[~

Enter The Following Information:
1. Select the Vendor that received the Technical Assistance.
2. Enter the date the contact was made. If no date is entered this field defaults to today’s date.

3. Check the box in front of the way the Technical Assistance was provided (by Telephone, Letter, On
site visit, or other). If other is selected, document the details in the Notes field.

4. Enter the date a follow-up letter was sent.

Enter information on the Reasons tab.

6. Click the Save icon ™ to save the new record.

7. 'The vendor and contact date are required to save a new record.
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Reasons Tab

The Reasons Tab is used to document the reasons for a vendor’s technical assistance.

+ Local Agency ¥endor 12.1.23 - [Vendor Technical Assistance - New Record]

4B FEle Edit  Screens  Reports  MWindow  Help

Find | Detail Reasons |

VendorlDiIIUn Stare #38 - 425 N Surnmit St, Arkansas City

Tech Assist Date IDSH 742010

ech Assist Re

Note Selected Tech Assist Reasons

ah

Information about approved foods

Exclude

Include All Add notes

Missing door decal

R

Charging regular price for a sale itern, overcharge Exclude All here about the
2 selected
Just doesn't understand

reason.

A

Hote

Select a reason here. \
| / B

Enter The Following Information:

1. Highlight an Available Reason by clicking on it, and click the [Include] button to move it to the
Selected Reasons box. Multiple reasons can be highlighted and moved.

A note may be added to a highlighted Selected Reason. Click on the Selected Reason you wish to
add a note to and type in the note field that appears at the bottom of the screen. A blue check
appears in the note column of Selected Tech Assist Reasons that have a note attached.

To remove a reason, highlight it in the Selected Reasons box and click the [Exclude] button.
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Skill Builder
Technical Assistance

Instructions: Use the information below to enter a new Technical Assistance record.

The clinic received a call from a client informing the WIC staff that the WIC store where she shops did not
have WIC approved juices stocked. The clinic called the store manager who stated their supply of juice was
temporary out of stock but they have received a new order. Steps have been put in place at the store to
ensure this does not happen again. A follow-up letter was sent to the store manager confirming the phone
conversation and reminding him of the stock requirements in his contract with WIC.

1. Select the Screens Menu.

2. Select Vendor Technical Assistance.

3. Push the New icon 8 to add a new record.

Select the vendor who received the Technical Assistance.

Enter the date the contact was made. If no date is entered this field defaults to today’s date.
Check the box in front of the way the Technical Assistance was provided (by Telephone).
Enter the date a follow-up letter was sent to the vendor.

Select a reason for the Technical Assistance on the Reasons tab.

Click the Save icon ™ to save the new record.
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Vendor Complaint Management Window

The Vendor Complaint Management Window is used to view, edit, and add information about a
complaint against an authorized WIC vendor. This window may also be used to enter a new complaint.

The Vendor Complaint Management window has 5 tabs:

e Find

e Detail

e Nature

e Follow Up

e Tollow Up Notes

Vendor complaints managed in this window may have been recorded in the Vendor Complaint
Recording in Client Services.
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Find Tab

The Find Vendor Complaint tab is used to enter a new complaint or to locate the record of a previous
vendor complaint.

* Local Agency Yendor 12.1.23 - [Yendor Complaint Management]
<l File  Edit

Screens  Reports  Window  Help

etaill Naturel Cluse Complaintl = s L Notesl

Complaigt Recorded Fruml 0000000 x|
Compl tRecurdedTul 0000000 >

Retrieve |
\
113 5 B IDI Clear
New” icon 4|

Like
Owner Name Like
Currently Authorized [~

Complaint Date Vendor ID - Name - Location Owner Name Status =

031272010 193 - Dillon Store # 45 - 2310 Main St, Winfield Dillon Companies, Inc dba  Authorized

0971972008 449 - Wal-Mart Supercenter # 0978 - 2701 M Summit St Wal-man Stores, Inc Authorized

To Enter A Vendor Complaint Record:

Click the New icon 8 on the toolbar. A blank Detail tab opens enabling the user to select the name of the
clinic and the vendor from the dropdown lists.

Enter the Following Information to Find a Previous Vendor Complaint Record:

1. Click the [Find] button to show all existing complaints. This could be a very long list.

OR enter one or more of the following search parameters then click the [Find] button:

e Complaint From/To field finds all records between the beginning and ending dates of the range
you want to search.

e Vendor ID — Enter the vendor 1D

e Vendor Name Like - Enter the name or partial name of a specific vendor to limit the search for
all complaints received against a specific vendor.

e Owner Name Like - Enter the name or partial name of the owner to limit the search for all
complaints received against a specific owner.

2. In the list box, click the record you wish to work with to highlight it, and click the [Retrieve]
button. The Detail tab appears and displays data about the record you selected.

e The [Clear] button clears all search fields and the return list so that you can start a new search.

e The search list remains after a record has been retrieved. If you want to look at a second record
from the same list be sure to highlight it and click retrieve to pull up the second record,;
otherwise, the original record’s information is still displayed.
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Detail Tab

The Detail tab is used to view, add and/or edit the details of complaint against a vendor.

» Local Agency Yendor 12.1.23

File Edit Screens Reports  \Window  Help

* Yendor Complaint Management - Hew Record

Find Detail |Nature| Cloge Cnmplaintl Follow Up Nutesl

Complaint Recorded on Date I 03/29/2010 =] Incident Date I |
Clinic | | Incident Time | 00.00 AM =
Reported By:

" Client/Caregiver © Clinic Staff " Other
% Vendor * State Staff

Reported By Vendor -

Complaint Against:
\Iendnrl

Closed Byl

Cashier Description

Lo L]

Note

Enter The Following Information:
1. Enter the Complaint Date - date the incident occurred.
2. Select the WIC clinic making the complaint.
3. Reported By - select who submitted the complaint.

e If you select other you must describe the type of the person submitting the complaint in the field
that appears next to other.

4. Enter the vendor the complaint is against:
e Vendor - Select the name of the vendor the complaint was issued against.

5. Select the complaint nature from the Nature tab.

6. Click the Save icon ™ to save the complaint.

e A vendor, complaint date, and at least one nature must be selected to save a new record.
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Nature Tab

The Nature tab is used to document the nature of a complaint against a vendor.

+ Local Agency Yendor 12.1.23 - [Vendor Complaint Management - Hew Record]

4B Ele Edt Screens  Reports  Window  Help

e

Findl Dietail Mature |Close Complaintl Follaw Up Notes

Mame [Dillon Store #38
Address 425 W Summit St, Arkansas City

Note Selected Complaint Hatures
Include

Exclude

Include All

| ElEle

Ezclude Al

é!ient sold Uﬁiﬂated product
Inapgr o
.Rlude cashier

i

[

Enter The Following Information:

1. Highlight an Available Complaint Nature by clicking on it, and click the [Include] button to move
it to the Selected Complaint Natures box. Multiple complaint natures can be highlighted and moved.

2. A note may be written to further detail the nature of the complaint by highlighting a Selected
Complaint Nature. Enter the note in the field that appears at the bottom of the screen. A blue X
appears by every complaint nature with an associated note.

Available Complaint Natures Note Selected Complaint Natures
e

hiar will not allow half- q allons milk

Cashier allowed unauthorized food item

Exclude

Cashier will not allow authorized food iterm
Include All

HHIE

Customer given a rain check —' Exclude Al

I_r_]_ap.prupriate conduct by cashier
R

Discourteaus WIC custamer

Hote
Make a note here about | B
the “Complaint Nature”
selected.
Jid

1. To remove a complaint nature, highlight it in the Selected Complaint Natures box and click the
[Exclude] button.
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Close Complaint Tab

The Close Complain tab is used to document the follow up method on a complaint received against a
vendor.

» Local Agency Yendor 12.1.23 - [Vendor Complaint Management - Mew Record]

5B Ele Edit  Screens  Reports  Window  Help

w

g8 Complaint |FD||DW Up Motes

Findl Detaill Mature Clo

Hame [Dillon Store # 35
Address 425 N Surnmit 5t, Arkansas City

Awvailable Follow Ups MNote Selected Follow Ups

| »

A

Include

Spoke with store manager

- Exclude
Sent letter to store

Registered Store for Training Include All

Ezclude All

State Agency opened investigation

ﬁewewed WIC policy with client

2t .
Client notified of outcorne Select approprlate
.......................................................................................................................................... follow up

Enter the Following Information:

1. Highlight an Available Follow Up by clicking on it, and click the [Include] button to move it to the
Selected Follow Ups box. Multiple follow-ups can be highlighted and moved.

2. To remove a follow up, highlight it in the Selected Follow Ups box and click the [Exclude] button.
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Follow Up Notes Tab

The Follow Up Notes tab is used to record notes on a follow up of a complaint recorded against a vendor,
and to document the staff person who completed the follow up.

* Local Agency Yendor 12.1.23 - [Vendor Complaint Management - Mew Record]

5B Fle Edit Screens Reporks  Window  Help

B

Findl Detaill Naturel Close Complaint  Follow Up Motes |

Follow Up Completed By |Sharon Eggen | Enter Follow Up notes

Follow Up Hotes here

Store manager contacted the office after receiveing the letter and stat =
cashiers know and follow WIC procedures |

Enter The Following Information:
Enter the staff member name or select from the drop down window.

: Local Agency Yendor 12.1.23 - [Yendor Complaint Management - New Record]
5l File Edit Screens  Reports  Window  Help

Find Detail |Nature| Close Cnmplaintl Follow Up Nntesl

Complaint Becorded on Date | 034182010 | Incident Datel 0341872010 =
Clinic [Arkansas City WIC Clinic-Cowley Co | Incident Time | 03:00 PM =
Reported By:
|ﬁ' Client‘/Caregiver © Clinic Staff " Other
“ Vendor " State Staff

Staff member name drop

Complaint Against: down list

Vendor|131 - Dillon Store # 38

L] 1<l

Closed By |Sharon Eggen 4—

Cashier Description [short blonde hair, nametag said Holly

ol

F

Hote

1. Enter notes regarding the follow up and click the Save icon E
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Reports Menu

The Reports Menu provides access to a variety of reports that may be generated as required by the user.

» Local Agency Yendor 12.1.23

File Edit  Screens [iEE : Window  Help

_____ Food Quankity Repork
Yendor Activity Hiskary Report
Yendor Complaints Pending Repaort
Yendor Labels
Yendor Listing and Yolume Report

Yendor Monibar Report

duthorized WIC Vendor Report

Yendor Training Report

Yendor Attendance Sheet
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Food Quantity Report

The Food Quantity Report displays the quantity and commodity description of foods issued to WIC clients
whose checks were redeemed at a selected vendor for a selected month. The report displays the vendor
name, address and ID number, the amount of foods on the checks, and the food type. The number of
checks redeemed and the number of clients cashing those checks and the total redeemed value are also
displayed. This report runs for a selected month, for a selected vendor. This report can be printed and
mailed to the vendor each month. If the vendor does not want the report and has had no problems with
minimum stock, the Local Agency will make the decision whether to continue sending the report monthly.

* Local Agency Yendor 12.1.23

File Edit Screens Reports  Window  Help

* Food Quantity Report

RELLTECY N ar 2009 as summatized on Apr 04, 2009 Generate

Vendor Name [Dillon Stare #38 |

Vendor#l

Clear

il

Kansas WIC Program

Food Quantity Report
Report Month: March, 2009

191 - Dillon Store # 38
426 M Summit St
Arkansas City, K5 B7005-2285

To Generate The Report:
1. Select the search criteria as follows:
e Report Date - Enter month and year.

e Vendor Name- Select a specific vendor if required. Leave blank if the report is for all vendors assigned

to your agency.
e Vendor # - Selects a specific vendor.

2. Click the [Generate] button.

3. Click the [Clear] button to erase the search criteria and search results.

4. Click the Print icon = to print the report.
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Skill Builder
Food Quantity Report

Instructions: Use the information below to generate the Food Quantity Report.
If you already know a vendor’s ID number, please use steps 1, 5 and 6.
1. Select the Food Quantity Report.

2. Select a Report Date and Generate the report. Please note that this report will be very long. DO
NOT PRESS THE PRINT ICON.

Scan the generated report and select a vendor. Jot down the vendor’s ID number.
Click the [Clear] button to clear the search criteria.

Enter the Vendor ID and Report Date for the vendor selected in step 3.

A

Generate and print the report.
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Vendor Activity History Report

The Vendor Activity History report window is used to generate and print the Vendor Activity History
report.

The Vendor Activity History report presents a chronological listing of the different activities and contacts
between the Local and/or State WIC Agencies and a specific retail location. This report draws summary
information from the other vendor application tab sets. The Vendor Activity History report contains
information about technical assistance, monitors, investigations, complaints against vendors, and vendor
training. This report should be reviewed on a regular basis to monitor contacts with vendors.

This report runs for a selected report period, for a selected vendor.

* Local Agency Yendor 12.1.23 - [Vendor Activity History Report]

&l Fle Edt 3Screens  Reports Window  Help

Report Dates: From| 10/01/2008 | To| 037292010 =]

Generate

Clear

Vendor [{ESEN|Lam=il=g:2t

Kansas WIC Program

Vendor Activity History Report
Report from 1070772000 to 02972000 for
193 - Dilfon Store # 45
2370 Main St -

Winfield, K5 67156-5447
G20/ 221-5700

COMPLAINT 0311272010

Mature
Cashier will not allow half-gallons milk

MONITOR 03711212010
Finding

Ml findinns

To Generate The Report:

1. Select the search criteria as desired:
e Report Dates:
e From - The beginning date of the range you want to search.

e To - The ending date of the range you want to search.
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e Vendor - Select the name of the desired vendor using the selection list. A vendor must be
selected to run this report.

Click the [Generate] button.

Click the [Clear] button to erase the search criteria and search results.

Click the Print = icon to print the report.
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Vendor Complaints Pending Report

The Vendor Complaints Pending report lists all complaints against vendors with no follow-up received

before the date selected, sorted by vendor and complaint date. The report may be run for a specific vendor
or all vendors. Leaving the vendor box blank returns all vendors assigned to your agency with complaints

pending.

This report should be run monthly to make sure all complaints are handled in a timely manner.

* Local Agency Yendor 12.1.23

File  Edit Screens Reports  Window  Help

* Yendor Complaints Pending Report
Report Complaints Pending onl 032972010 > Generate I Clear |

illon Store #45 Save to Excel |

-

Kansas WIC Progrant
Vendor Compiaints Pending Report
Listing Complaints Pending on 03/29/2010 for Vendor = Diffon Store # 45

Complaint
Date Vendor Name / Addresses / Phone Submitted By / Site Note Complaint Natureis)
03122010 Diflon Store #45 Client / Caregiver Cashier will not allow half-gallons milk b
(8) 2310 Main St Arkansas City WIC Clinic-Cowley
Winfield, KS 67 156-5447 (5207 442-3260
(M)

620/ 221-5700

To Generate the Report:

1.

Select the search criteria as follows:

e Report Complaints Pending on - the date from which the report should be based. All complaints with

no follow-up received before the date entered, appear on the report.

e Vendor - Select the name of a vendor for a specific vendor. Leave blank to generate a report for all
vendors assigned to your agency. A report showing all vendors may take a few minutes to generate.

Click the [Generate] button.

Click the [Clear] button to erase the search criteria and search results.

Click the Print icon = to print the report.
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Vendor Labels

The Vendor Labels Report prepares mailing labels for one or many vendors based on the selection criteria
entered. The selection criteria include vendor ID or name, city, county, or zip code, and status. The page is
set up for two rows of seven labels, to be printed or copied onto laser labels.

» Local Agency Yendor 12.1.23

File Edt Screens  Reports  Window  Help

+ Yendor Labels

Vendor IDI— Peer Gruupl =]
Name Like | Vendor Status|Authorized | Clear |
Cityl | Contract Expires OnIAﬂerlm
Zip Code|

Monitoring Local AgencﬂCowIey County YWIC Agenc x|

| »

P
DILLOM STORE # 28

425 M Surmmmit 5t

Arkansas City, KS 67005-2285

b

ya
DILLOM STORE#45
2310 Main 5t
Winfield, KS B7156-5447

L.

-
DUMNLAR DRUGS INC

114w Commercial

Arkansas City, K3 67554-2718

-
WAL-MART SUPERCEMTER #0878
2701 N Surmmit St

Arkansas City, KS 67005

A

p
WAL-MART SUPERCENTER # 0269
2202 Pike Rd
Winfield, KS 67156

e

Y
p

fo S S
1= = = <
- 2N A
L= S <

To Generate Labels:
e Select the search criteria as follows:
e Vendor ID - Enter the vendor ID to generate labels for a specific vendor.

e Name Like - Select the name of a vendor to generate labels for that vendor. Leave blank to generate
labels for all vendors. Labels showing all vendors may take a few minutes to generate.

e City - Select a city from the selection list to print labels for all vendors in that city.
e Zip Code - Enter a zip code to print labels for all vendors in that zip code.
e Peer Group — Select a peer group for all vendors in that peer group.

e Status - Select active to generate labels for all vendors with an active status assigned to your agency.
Select pending active to generate labels for all vendors with a status of pending.

e C(lick the [Generate] button to generate the labels.
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e C(lick the [Print] icon = to print the labels after putting blank mailing labels in the printer paper
tray.

e (lick the [Clear] button to erase the search criteria and search results.
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Vendor Listing and Volume Report

The Vendor Listing and Volume Report provides demographic and volume information for vendors. It
shows the county, vendor number, name, street address, mailing address, store manager, and telephone
number. This report also calculates monthly volumes for the number of Food Instruments (FI) redeemed,
the total dollar volume of FI's redeemed, and the number of clients served by that vendor. It also shows
the Store Type, and termination and disqualification dates, if applicable, for each vendor listed.

* Local Agency Yendor 12.1.23
File Edit Screens Reports  Window  Help

* Yendor Listing and Yolume Report

Report Dates: From |N0\r 2008 as summarized on Dec 05, 2008
Generate

To [{GEN ummarized on Apr 04, 009

Clear
Vendor IDI
City ~| #of Cash Save to Excel
County =] Registers
fip Codel

[” No Scanner [ Disqualified [ Investigated [ High Risk

=

Kansas WIC Program
Vendor Listing and Volume Report
Report from November, 2008 to March, 2009
REPORT CRITERIA: NONE
# Checks Store Type
Grocery/Pharmacy Name Store Manager Mo. Volume Term Date
Number Physical Address,Telephone Mailing Address # Clients Disqual Date
Cowley |
195 Ark City Gountry Mant LLG Russell Clark 2,568 Large Independent Store
616 M Summit $62 441.60
Arkansas City, KS 67005-2230 1292 pepeo0n
A2 AT N1
[# Clients = Tally of each month in reporting range |
Report Date: 3/29/2070 2:06 pm Page Tof T j

To Generate the Report:
1. Select the search criteria as follows:

e Report Dates:
e From - The beginning date of the range you want to search.
¢ To - The ending date of the range you want to search.
e Vendor ID - enter a Vendor's ID to generate the report for a specific vendor.
e City —select a city from the drop down to generate the report for a specific city.
e County - select a county from the drop down to generate the report for a specific county.
e Zip Code - enter a zip code to print labels for all vendors in that zip code.

e # of Cash Registers — enter a number to show vendors who have a specific number of cash registers
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Check one or more of the following to narrow the search:

||_ No Scanner

- check to show all vendors that do not use scanners

|I” Disqualified| _

check to show all vendors with a status of disqualified

||_ Investigated[

- check to show all vendors that have been investigated. This report does not include
those vendors with an open investigation.

- check to show all vendors that are High Risk.
2

Click [Generate] button to generate the report.
Click [Clear] to erase the search criteria and search results.
Click [Save to Excel] to save the generated report as an Excel spreadsheet.

=

5. Click the Print icon on the toolbar to print the report.
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Vendor Monitor Report

The Vendor Monitor Report window is used to generate and print the Vendor Monitor Report. The Local
Agency Vendor Management application lists only vendors assigned to your Local Agency.

The left side of the Vendor Monitor Report provides information gathered during the previous monitor
visit to the selected vendor, if any. The right side of the report is used as a worksheet to document
information gathered during the next monitor visit. After the monitor visit is complete, the information
gathered is then entered as a new monitor in the vendor monitor window.

This report runs for a selected vendor.

* Local Agency Yendor 12.1.23

File Edit Screens Reporks  Window  Help

* Yendor Monitor Report

Print Note Page
% Do Not Print Notes
" Print Notes for All Monitor Visits Clear |

" Print Notes for Most Recent Monitor Visits

| [ @ppiicant© authorized  Vendor [Dilon Sitore # 45 =

Kansas WIC Program
Vendor Monitor Report
193-Dilion Store # 45

2310 Main 5t
Winfieid, K5 67156-5447
(B20) 221-5700

Manager Name Person In Charge
LAST VISIT DATE 03/12/2010  Sandi Fry | | THIS VISIT DATE

Reason For Visit Reason For Visit Random
Findings - Last Visit Findings - This Visit

Y hln findinae Bla firdinee hd
«| |

To Generate The Report:

1. Select the search criteria as follows:

e Vendor - Select the name of the desired vendor using the selection list. A vendor must be selected to
run this report.

2. Click the [Generate] button

3. Click the Print icon = to print the report.

4. Click the [Clear] button to erase the search criteria and search results.
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Authorized WIC Vendor Report

The Authorized WIC Vendor Report provides a list of vendors assigned to your Local Agency.

+ Local Agency Yendor 12.1.23

File Edit Screens Reports  Window  Help

* Authorized WIC Yendor Report
Generate I Clear |

Save To Excel
Sort By ¢ vendor ID & vendor Name " City 4|

Kansas WIC Progrant

Authorized WIC Vendor Report
Cowlay County WIC Agency

al-Mart Supercenter al-Mart Supercenter

2202 Pike Rd 2701 N Summit St
Winfield, KS 67156 Arkansas City, KS 67005
(620 ) 221-6233 (620 442-2063

To generate and print the report:

1. Click [Generate].

2. Click [Clear] to erase the search criteria and search results.

3. Click the Print icon = on the toolbar to print the report.

48



Vendor Training Report

The Vendor Training Report Window is used to generate and print the Vendor Training report. The Local
Agency Vendor Management application lists only vendors assigned to your Local Agency.

Vendor trainings with a “Training Date and Time” are displayed in date ascending order. For each vendor
training, the date, time and location display along with the list of stores associated with the training. For
each store, the store name, the number of persons registered and the number of persons attended display.
A summary line of “Total Registered” and “Total Attended” displays for each training.

* Local Agency Yendor 12.1.23

File Edit Screens Reports  Window  Help

+ Yendor Training Report

Trainings From | 030172010 ¥ To: 132272010 | Sort Option| % Newest to Dldest Dldest to Newest

Clear |

-

Kansas WIC Program

Vendor Training Reponrt
Report from 03/01/2010 through 03/22/2010

Training date and Location Trainer

03/22/2010 at 01:39 pm Al-Azrad, Abd
Harvey County Health Department

Reyistered Attended
Country Mart #2518 1 1

Total Registered 1
Total Attended 1

0320/2010 at 09:55 am Train TrainTrain, TrainTrain

At Community location

Registered Attended
Country Mart #2618 1 1

T A Mt i __ .1 A hd
« B

To Generate The Report:

1. Enter a range of dates.

2. Sort Option: select the order you want the training to display in:
a. Newest to Oldest
b. Oldest to Newest

3. Click the [Generate] button.

4. Click the [Clear] button to erase the search criteria and search results.

5. Click the Print = icon to print the report.
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Vendor Training Attendance Sheet

The Vendor Training Attendance Sheet Window is used to generate and print the Vendor Training
Attendance Sheet. The Local Agency Vendor Management Application lists only Vendors assigned to your
local agency. Vendors are listed alphabetically. Vendors must be pre-registered in the Vendor Training
Window to appear on this attendance sheet. This attendance sheet should be printed and used as a sign in
sheet at all trainings. The information is used later to record the number of attendees in the Vendor
Training Window.

* Local Agency Yendor 12.1.23

File Edit Screens Reports  Window  Help

» Yendor Attendance Sheet

Trainings From | 000040000 = Te| 00000000 >

3 1 10:00 At store

O07/07/2008 08:30  at store location Print | Generate |

070172008 08:30 In store —

0E/2772008 12:30 In store ;| 4|
Kansas WIC Program

Attendance Sheet for Vendor Training
Training Scheduled 03/12/2010, 10:00 AM at At store

Please sign helow the name of the store you represent:

Wal-Mart Supercenter # 0369

Report Data: 0372972070 Page Tof ¥

To Generate The Report:

1. Enter a range of dates to narrow the selection in the training drop-down list.

e Leaving the “To” date blank selects all trainings on or after the “From” date. Leaving the
“From” date blank selects all trainings on or before the “To” date. Leaving both dates blank
displays ALL training classes ever scheduled.

e C(licking the [Clear] button clears the dates and resets the Training drop-down list.

2. Select a training course and click the [Generate] button.
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